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FEDERAL ELECTION COMMISSION 
VACANCY ANNOUNCEMENT 

 
Position Title and Grade 

 
Information Technology Specialist 

(Internet) 
 

GS-2210-13 
 

Salary: $89,033 - $115,742 
 

Who May Apply 
 

ALL US CITIZENS 
 
 

Announcement No. 
 

10-032 

Organizational Location 
 

Information Technology Division 
Electronic Filing Disclosures Systems 

Branch 
 
 

Opening Date 
 

07/30/10 

Closing Date 
 

08/22/10 
11:59 pm 

 
THE FEDERAL ELECTION COMMISSION IS AN EXCEPTED SERVICE AGENCY. 

 
THIS IS A PERMANENT, FULL TIME POSITION.   THE FULL PERFORMANCE LEVEL IS GS-13. 
 
ABOUT OUR AGENCY: 
The Federal Election Commission is an independent federal regulatory agency governed by six 
Commissioners appointed by the President with the advice and consent of the Senate.  The agency has 
exclusive jurisdiction for the administration, interpretation, and civil enforcement of the Federal Election 
Campaign Act, which regulates campaign contributions and expenditures and disclosures of such, by 
candidates for federal office and committees supporting those candidates. The legal work at the 
Commission regularly involves important and complex issues implicating the First Amendment.  The 
agency is ranked in the top 25% of small federal agencies as a Best Place to Work in the work/life 
category.  
 
The FEC is located in Penn Quarter, an area of northwest Washington, DC offering access to 
government agencies, residential living, casual and fine dining, shopping, a major sports arena, and 
several theaters.  The FEC is located near several METRO subway and bus stations. 
 
 
ROLE OF THIS POSITION: 
 
This position is located in the Electronic Filing, Disclosure and Web branch (EDW) of the Information 
Technology Division (ITD) at the Federal Election Commission (FEC).  
 
As an Information Technology Specialist (Internet), the incumbent serves as a technical expert utilizing his/her 
knowledge of Internet systems, services, and technologies to assist in the design, development, testing, 
implementation, and management of Internet activities at the Federal Election Commission. The incumbent: 
  

• Oversees and coordinates all aspects of managing the content of the FEC's Internet presence, 
including the development of new sections and features for the web site, and providing expertise to 
program and management offices to assist in web page content development and design.  
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• Maintains, designs, inputs, and corrects web pages using HTML, JavaScript, CSS and XML utilizing 
web development and content management tools (currently Dreamweaver, Dreamweaver Contribute 
and Adobe products.) Reviews pages and information from agency staff and other web authors prior 
to posting and makes adjustments to the web site as needed. Ensures content is written in an 
appropriate style and tone for the audience it serves. Ensures appropriate coordination with all 
affected offices.  

• Develops, recommends, and implements strategies, policies, and procedures to manage the content 
of the Agency’s website. Ensures that all relevant Federal laws, regulations, guidelines and Agency 
policies and procedures are incorporated. 

• Works closely with The Agency’s enterprise architect to utilize the latest web technologies to support 
agency’s web initiatives and to ensure the new web development is in compliance with the agency’s 
enterprise architecture plan.  Advises on technical and functional requirements involving web 
applications including web editing tools, statistical analysis packages, search engine capabilities, 
database design and web connectivity, web content management tools, and scanning and multimedia 
applications.  

• Participates in the development, implementation, distribution, and promotion of FEC Internet (and 
Intranet) policies, standards, and guidelines for the design and maintenance of the content of the FEC 
Web site. Oversees web management processes and procedures that centralize the web 
development environment to enable web pages to be managed more efficiently.  

• Serves as the FEC's Section 508 compliance officer. Ensures Section 508 compliance as it applies to 
the FEC web site. Establishes guidelines and procedures so that content conforms to Section 508 
requirements. 

• Collects and analyzes Internet services usage. Applies findings to the organization of the FEC web 
site to ensure easy access to popular pages and clear presentation of important information.  

• Participates in interagency web-related initiatives, including federal web manager groups, groups 
creating interagency web sites, and interagency policy-making groups.  

• Develops and maintains a records management program for the FEC Web site.  
• Establishes, monitors, and analyzes performance measures; and let managers know how the website 

is helping them carry out the agency’s mission and/or improve agency management. Uses that 
analysis to improve the design/layout of the FEC website. 

• Trains agency staff so they can use the web products effectively and so they can help citizens and 
partners use the products, as well.  

• Meets regularly with key managers to brief them on strategies and plans for the agency’s web 
products and to share outcomes of web-related efforts. Consult with executives and managers to 
analyze their needs and propose ways to use the web to do their work.  

• Manages a system to respond to web-generated email, phone calls, and regular mail, ensuring that 
responses are timely and that they reflect well on the agency. 

• Meets the objectives of the Branch, Division, and FEC through other duties as assigned.  
 
 
 
QUALIFICATION REQUIREMENTS:  
 
Applicant must have one full year of specialized experience equivalent to the next lower grade in the 
normal line of progression, which has equipped the applicant to successfully perform the duties of the 
position to be filled.  The Qualification Standard Handbook for General Schedule Positions, which is 
available in most Federal personnel offices or on the OPM website www.opm.gov, will apply.   
 
 
Specialized Experience is experience which is in or directly related to the line of work of the position to 
be filled and which has equipped the candidate with the particular competencies to successfully perform 
the duties of the position.   
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Specifically, experience must demonstrate expert knowledge of Internet systems, services, and 
technologies to assist in the design, development, testing, implementation, and management of Internet 
activities. 
 
To qualify, applicants must possess one full year of specialized experience equivalent to the GS-12 
grade level in the normal line of progression in the federal service or equivalent experience in the private 
sector.  
 
KNOWLEDGE, SKILLS, AND ABILITIES (KSAs):  The following factors will be used to determine the 
best qualified candidates.  Applicants should provide enough specific information for the agency to 
evaluate their knowledge, work experience, and training against these factors.  Applicants must address 
these factors individually in a supplement narrative statement.  The narrative statement must not 
exceed two (2) pages per KSA.  Applicants who do not submit supplemental narrative statements 
addressing these factors will be ineligible for further consideration.  
 

1. Describe your knowledge of website design principles including useability, accessibility, 
navigation and other aspects of web design. 

 
2. Describe your skill in applying web development technologies, languages, concepts and 

techniques as applied to interactive web presentations.  
 
3. Describe your knowledge of project management and software development life cycle. 
 
4. Describe your knowledge of web governance process. 
 
5. Describe your communication skills and customer service abilities. 
 
 
HOW YOU WILL BE EVALUATED: 

 
Each applicant is required to submit a comprehensive narrative statement that addresses each of the 
Knowledge, Skills, and Abilities (KSAs).  Applicants who do not submit a supplemental narrative 
statement that address these factors will be ineligible for further consideration.  The supplemental 
narrative statement should address the necessary level of skills, characteristics, qualities, specialized 
knowledge, and technical competencies that would indicate successful performance. 
Your education, training and accomplishments will be initially evaluated and rated against established 
qualification criteria using only the documents and statements you have submitted.  If you are found to 
be among the well qualified, you may or may not be called for further assessment.  Applicants may be 
requested to furnish written references from individuals familiar with his/her qualifications. 
Failure to provide all of the required information as stated in the vacancy announcement may result in an 
ineligible rating and/or may affect your overall rating. 
 
CONDITIONS OF EMPLOYMENT:  
  

• This is a permanent full-time position in the Excepted Service and does not confer Federal 
competitive status. 

• This position is excluded from the bargaining unit. 
• Continued employment in this position is contingent upon successful completion of the 

appropriate background investigation.   
• Persons selected may have to satisfy a one-year probationary period.  
• All standard government benefit programs apply.  Additional information on benefits for Federal 

Employees can be found at www.opm.gov/jobseekers. 
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• The incumbent may be eligible for a transit subsidy up to $230 per month.  
• You must be a U.S. Citizen 
• Males born after 12-31-59 must be registered for Selective Service. 
• Direct Deposit of Pay is Required 
• If you meet eligibility requirements for special priority selection under CTAP/ICTAP you must be 

well-qualified for the position to receive consideration for special priority selection. To be well 
qualified, CTAP/ICTAP) eligibles must receive a rating of at least 85 out of 100. 

 
Relocation expenses will not be paid. 
  
HOW TO APPLY: 
 

1.  Applicants may apply for this position with a resume, the Optional Application for Federal 
Employment (OF-612), or other application format, as long as the application contains the necessary 
information below:  
 Vacancy announcement number; title and grade(s) of the job for which applicant is applying; 

a. Name, city and state of high schools and colleges/universities attended with date(s) of 
diploma. For college include majors, and type and date of degree(s); 

b. Previous employment experience, including job titles, duties and accomplishments,        
employer’s name, number of hours worked per week, and start and end dates (month and 
year), and, for most recent jobs, annual salary; 

c. Job-related training courses, special skills, certificates and licenses, honors, awards and      
publications.  

2. Copy of last reviewed/certified performance appraisal (if you do not have an approved 
performance appraisal within the last two years, you must state why); 

3. Narrative statement that addresses each Knowledge, Skill, and Abilities.  
4. Former and current federal competitive and excepted service employees must submit a standard 

form 50 (notification of Personnel Action) that verifies career status.  
 
NOTE:  Submission of a resume alone IS NOT a complete application for federal employment.  This 
position requires the completion of additional forms and/or supplemental materials as described under 
HOW YOU WILL BE EVALUATED section.  Failure to provide the required information and/or materials 
will result in your application not being considered for employment. 
 
WHERE TO SEND APPLICATIONS:   
 
(NOTE- Only applications via e-mail will be considered. Applications submitted by any other 
method will NOT be considered). 
 

• E-mail to fecjobs@fec.gov - The subject line must contain the announcement number (10-
032) and the applicant’s name.  If you are unable to include or attach supplemental documents 
via email, you may submit your information by fax to 202-219-3588. Only supplemental 
information will be accepted via fax.   

 
• For additional information, call Human Resources at 202-694-1080 or send inquiry to 

fecjobs@fec.gov 
 

• Your application and all supporting documentation must be received by 11:59 pm (Eastern Time) 
on the closing date. 

 
The FEC is an Equal Opportunity Employer.  All qualified applicants will be considered without regard to 
race, color, national origin, religion, gender, age, marital status, sexual orientation, physical disability, 
lawful political affiliation, or labor organization affiliation or non-affiliation. The FEC provides reasonable 
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accommodations to applicants with disabilities. If you need a reasonable accommodation for any part of 
the application and hiring process, please notify the servicing HR Office. Requests for reasonable 
accommodation are made on a case-by-case basis.  
 


